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OSN Training
Module Overview – Admin (tab) Supplier

Objectives
The Admin (tab) - Supplier module will guide a user through the following tasks and provide the user with knowledge to execute these tasks independently.

· General
· How to view General supplier information
· Organization
· How to view Organization supplier information
· ERP Supplier Number
· How to view supplier Address
· How to update supplier Address
· Contact Directory
· How to view a supplier Contact
· How to remove a supplier Contact

· How to update a supplier Contact

· How to update the Address associated with a supplier Contact

· How to update the Divisional Units associated with a supplier Contact

· Business Classifications
· How to view Business Classifications

· Surveys
· How to view a Survey

Audience
Users are categorized into two types:  external and internal.  External users are supplier users while internal users are Oshkosh Corporation employees.
· External Users
· Suppliers

Policies, Procedures and Standards
Please adhere to the below noted policies, procedures and standards when using the OSN application.
· Organization Data Entry
· Although DUNS Number is currently the only required field on the Organization page, we strongly encourage the data entry and maintenance of all data on this page.
· Your Supplier Administrator is responsible for maintaining the data on this page.

· Contact your Supplier Administrator with questions or concerns about the data contained on this page.

· ERP Supplier Number
· The ERP Supplier Number tab grants access to the Address Book page or list of supplier addresses to which Oshkosh may send purchase orders and payments.
· The Address Name value is the ERP Supplier Number.

· The ERP Supplier Number cannot be updated by the supplier.  

· Your Supplier Administrator is responsible for maintaining the data on this page.

· Contact your Supplier Administrator with questions or concerns about the data contained on this page.
· The value of NA was entered into the County field by your Portal Administrator.  Be sure to correct this value to represent the accurate county.

· Standard naming conventions should be used when updating addresses.

· The values entered in the Address Line 1, Address Line 2, Address Line 3, Address Line 4, City, State and Country fields should be in mixed case (upper and lower case letters).

· Avoid the use of commas, periods and other punctuation.

· Abbreviations should be avoided, but can be used to fit a long value in the specified field.

· Abbreviations should be used in the State and Country fields.

· Acceptable abbreviations can be found in the Abbreviations.xls file.

· Address Line 1, City and Postal Code are required fields.

· Oshkosh strongly encourages the entry of all address fields to facilitate communication.
· Contact Directory
· The Contact Directory tab grants access to the Contact Directory page or list of supplier contacts to which Oshkosh may send correspondence, such as purchase order notifications to request acknowledgment and changes.

· Your Supplier Administrator is responsible for maintaining the data on this page and creating user accounts.
· Contact your Supplier Administrator with questions or concerns about the data contained on this page.

· Standard naming conventions should be used when creating and updating contacts.

· The values entered should be in mixed case (upper and lower case letters).

· Avoid the use of commas, periods and other punctuation.

· Abbreviations should be avoided, but can be used to fit a long value in the specified field.

· Abbreviations should be used in the State and Country fields.

· Acceptable abbreviations can be found in the Abbreviations.xls file.

· Phone numbers should be entered in the 111-1111 format.

· Job Classification, First Name, Last Name, Job Title, Email Address and US Citizen are required fields.

· Oshkosh strongly encourages the entry of all contact fields to facilitate communication.

· Updates made to existing contacts require acceptance by the Portal Analyst.

· The Status column will equal Change Pending until the Portal Analyst accepts the change that was made.

· A Check in the User Account column indicates that the contact has a user account (login access) to OSN.  Contact your Supplier Administrator to create a user account.
· Business Classifications
· Your Supplier Administrator is responsible for maintaining the data on this page.

· Contact your Supplier Administrator with questions or concerns about the data contained on this page.

· Surveys
· Your Supplier Administrator is responsible for maintaining the data on this page.

· Contact your Supplier Administrator with questions or concerns about the data contained on this page.

· Reset Passwords
· Contact your Supplier Administrator to reset your password.  Please do not contact an Oshkosh Corporation Portal Analyst or Buyer for password questions.
· The user will receive an email indicating that their password has been reset and what their new password is.

Additional Comments
· Review each module overview before proceeding with each training session.

· Refer to the glossary for the definition of unfamiliar terms.
· To move to the next step during the training session, press the Enter key on the keyboard.

�I’m not sure about this… I think there’s going to be an automated program that runs and approves these.
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